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SAFE LIFTING
1. Stand close to the load and center yourself over it with your feet shoulder width apart

2. Tighten your abdominal muscles

3. Keeping your back straight, bend your knees and squat down to the floor

4. Get a good grasp on the load with both hands

5. Keeping the load close to your body, use your leg muscles to stand up, lifting the load off the 
floor

6. Your back should remain straight throughout lifting, using only the muscles in the legs to lift the 
load

7. Do not twist your body when moving the load.  Instead take small steps with your feet turning 
until you are in the correct position

8. Again bend at the knees using only your leg muscles and place the load in the appropriate spot

√ NEVER TWIST YOUR BODY WHILE LIFTING, KEEP YOUR HEAD UP, AS IF LOOKING STRAIGHT 
AHEAD, NOT DOWN !
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Using a fire extinguisher (Source: OSHA) 

The following steps should be followed when responding to incipient stage fire:  

• Sound the fire alarm and call the fire department, if appropriate.  
• Identify a safe evacuation path before approaching the fire. Do not allow the fire, 

heat, or smoke to come between you and your evacuation path.  
• Select the appropriate type of fire extinguisher.  
• Discharge the extinguisher within its effective range using the P.A.S.S. 

technique (pull, aim, squeeze, sweep).  
• Back away from an extinguished fire in case it flames up again.  
• Evacuate immediately if the extinguisher is empty and the fire is not out.  
• Evacuate immediately if the fire progresses beyond the incipient stage.  

Most fire extinguishers operate using the following P.A.S.S. technique:  
1. PULL... Pull the pin. This will also 

break the tamper seal.  
2. AIM... Aim low, pointing the 

extinguisher nozzle (or its horn or 
hose) at the base of the fire. Note: 
Do not touch the plastic discharge 
horn on CO2 extinguishers, it gets 
very cold and may damage skin.  

3. SQUEEZE... Squeeze the handle 
to release the extinguishing agent. 

4. SWEEP... Sweep from side to side 
at the base of the fire until it 
appears to be out. Watch the area. 
If the fire re-ignites, repeat steps 2 
- 4.  

  

If you have the slightest doubt 
about your ability to fight a 

fire....EVACUATE 
IMMEDIATELY!   

 
Employees and clients are trained initially and are to receive annual in-

service training on Safety Policies and Procedures.    
 

The Safety Policy and Procedures Manual is located in the front office of 
each Universal Mental Health building.   
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Asheville
Morganton

Lenoir

Forest City

Burnsville

Hickory
Winston-Salem Marion Raleigh 

Burlington 

Goldsboro 
Kinston

New Bern 

Morehead City 
Warsaw

UNIVERSAL ………… across the state of North Carolina

Just 5 short years ago, Universal only provided services out of the Morganton office.  To date, 
Universal is 15 locations strong …..and growing !

Interested in learning more about Universal MH/DD/SAS?  Visit our website at www.umhs.net.
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The Five Truths Leaders Understand About Problems-Dr. John C. Maxwell

1. They're unavoidable.
For the aspiring leader, problems may be the most faithful companions of all. The road to success is seldom paved smoothly, and is oftentimes under 
construction. Potholes and barricades abound. At every bend in the journey, a leader's vision must peer around obstacles and through formidable 
walls to foresee a positive future. Leaders who sidestep problems stunt their growth - they end up shallow and debilitated. The successful leader 
stares down problems and resourcefully addresses them.

2. Perspective on the problem, rather than the problem itself, determines success or failure.
We see problems, not as they are, but as we are. That's why attitude plays such a crucial role in separating those who lead from those who follow. 
Alfred Armand Montapert said, "The majority see the obstacles; the few see the objectives; history records the successes of the latter, while oblivion 
is the reward of the former." Leaders look at problems from a healthy, self-confident vantage point.

A Right Perspective
Problems are solvable

Problems will pass
Problems are natural

Problems make us better
Problems challenge us

Problems stretch us

A Wrong Perspective
Problems are unsolvable
Problems are permanent
Problems are not normal
Problems make us bitter

Problems control us
Problems stop us

3. There's a big difference between problem spotting and problem solving.
Anyone, even the fairly imperceptive, can identify problems, but few people have the initiative to tackle them. As novelist John Galsworthy 
observed, "Idealism increases in direct proportion to one's distance from the problem." As rule, don't voice complaint about a problem until you're 
1) able to put forth a recommendation for solving it, and 2) willing to take an action to solve it.

4. The size of the person is more important than the size of the problem.
You can tell the caliber of a person by the amount of opposition it takes to discourage him or her. Joke writer Robert Orben says that he once saw 
an ad from an entertainer that read, "Lion tamer - wants tamer lion." Clearly, this performer wasn't looking for greatness but merely for something 
manageable. To lead at the highest level requires wrestling with problems seemingly beyond our ability to apprehend.

5. Problems, responded to correctly, can propel us forward.
Leaders are not discovered in the limelight; rather they are forged in the darkness under heat and pressure. Leaders gain respect on difficult 
terrain, after taking a few blows and being shaped by the problems they encounter. As a matter of fact, courage and valor go undetected until 
seen through the lens of adversity.
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SPECIAL FEBRUARY EMPLOYEES

Leslie Cothren Feb 01
Cheri Freeman Feb 04
Cynthia Crump Feb 05
Joy Clark Feb 06
Anita Ledford Feb 15
Jon Broyhill Feb 18
Alicia Austin Feb 19
Paula Ewing Feb 27
English Albertson Feb 27
Terry Bedford Feb 28

“Always laugh when you can.  It is cheap medicine.”
-- Lord Byron

“Three Ways to Shutdown a Motor mouth”

Your time is valuable.  To keep others from frittering it away by rehashing the same old issues – or by making idle 
chitchat – take action.  Here are three effective strategies:

1. Keep absolutely quiet.  Any oral response (even sounds like “um” and “uh-huh”) will encourage more chatter.  
Make a non-stop talker feel self-conscious through total silence.

2. Speak at an especially slow tempo.  Most chatterboxes are fast talkers.  Create a contrast and you will call 
attention to how the other person is monopolizing the dialogue. Your goal is to make them think, “Gee, I’m 

talking too much here.”
3. Never restate what you hear. Typically a good way to confirm understanding, but this is a bad idea with a 

chatterbox.  If you’re accurate, they’ll say, “Yes.  That’s right.” If you’re wrong, they’ll worry they aren’t 
making themselves clear and talk twice as much!  A better approach: When they are through, say, “Got it.”

Then say “Goodbye.” ~ Executive Leadership

CLOSING THE GAP

SPECIAL MARCH EMPLOYEES

Jane Pimenta Mar 03
Laura Arndt Mar 09
Rachel Widener Mar 17
Kathy Walker Mar 25
Jennifer Carroll Mar 26
Eugene Jones Mar 28
Amy England Mar 31


